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Getting Started 
1. Do not use Internet Explorer – Use Chrome or Firefox 
2. Log-In Page: Go to www.citydataservices.net. Use your agency’s log-in and password 

(there are no individual accounts) 

 

Navigating City Data Services 
1. Main Agency Page: Make sure you are working in the correct fiscal year and in the 

correct jurisdiction. You can also look at previous years’ reports by clicking the “Change 
to FY 20XX/XX” button. If you have any problems, you can find your jurisdiction’s staff 
contact information in the red boxes. Here’s Walnut Creek staff information as an 
example: 
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2. Click on your agency. It will bring you to your program main page, which should look like 
this: 

 

A. The Contract Info page is auto-populated using information from your 
application and contract. 

B. On the Admin Info page, the information must also be filled out. In addition, the 
following documents must also be uploaded: 

 

It is important that these documents be updated and re-uploaded as required. 
You will need an Authorized Signatory. Download the template and put it on the 
agency’s letterhead; change the dates, sign, and upload the document. We 
recommend that you have a main signer and an alternative. 

C. The Go To Reports page will keep record of report due dates, drafted reports, 
reports waiting for review, as well as received and archived reports.  

Applications and Contracting 
The Contra Costa Consortium (Contra Costa County, Antioch, Concord, Pittsburg, and Walnut 
Creek) all use City Data Services to review funding applications, generate contracts, and process 
quarterly reports. This allows grant Subrecipients to report in a more streamlined way. This is 
an example of a program receiving funding from different cities: 
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And this is an example of a program receiving funding from Walnut Creek only: 
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Applications 
When the application for funding for the next fiscal year is up, there will be a link on the home 
page:

 

And this is what the first window of the application looks like: 
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1. Fill out all sections of the application: 
- Applicant and Program/Project Information: Applicant Name, Address, 

Program/Project Name, Project Description, and Performance Outcome Statements 
- Budget: Enter the clients to be served. Boxes will auto-populate from Chart A 

(Proposed Sources and Uses below Section 3) or other calculations. Input goal 
numbers. Budget needs to reflect all funding sources. 

- Staff List: Update staff list as needed to reflect any transitions. Be sure to fill out the 
Full Time Employee (FTE) when managing your staff list. The FTE is based off the 
allocated hours the employee is working on the program. 

- Files to be Uploaded: You are required to upload all listed attached files to City Data 
Services.  

- Save or Submit: If you are not ready to submit your information, click “Save as 
Draft” at the bottom of the page. If you are ready to submit, verify that all entered 
information is correct, enter your name, and then click the “Submit Information to 
the City” button. 

2. After you submit your application for funding, it will show up under “Reports Awaiting 
City/County Review.” City/County staff will review it and may contact you with 
questions. Once their City Council or Board of Supervisors has approved the funding, 
staff will contact grant Subrecipients to notify them of their funding level for the next 
fiscal year. Subrecipients may need to adjust their budget based on what they requested 
and their actual level of approved funding. Based on the revised budget, Subrecipients 
may also need to update the goals they set for the year. To update your budget, wait 
until you are notified by the City or County and then click on “Contract Information” to 
and make any edits as necessary.  

Contracts 

 

In the top right hand corner of the Contract Information Document page, there is a green Help 
button that can provide you with information on how to fill out the reports within City Data 
Services. This help button also appears on all of the report pages, should you need assistance. 
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1. After your Application has been submitted, it will auto-populate into a generated 
contract for you to update and complete for the new fiscal year. The due date for your 
Contract Information will automatically appear next to the “Click to Complete” button. 

 

- Ensure that your staff contact information is updated and correct. 
- Persons/Household: Ensure that the type of people your project serves is selected. 
- Eligibility Verification Type: Choose from the three options on the dropdown menu. 

Income verification means your program must collect income certification forms 
from clients. Presumed beneficiary means your program serves client types that 
HUD assumes are low-income, such as the homeless, seniors over 62, and others. 
Presumed beneficiary programs do not need to collect income certification forms 
from clients. Area benefit means the program serves a geographic area that is low-
income. If you are unsure of what to choose, ask your City/County staff contact. 

- Goals of Clients to be Served: Ensure the Goal numbers align with your Application, 
or update the number of clients you can serve based on your approved funding 
level, which may be lower or higher than the amount you applied for. 
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- Budget: If your approved funding level is different than the amount requested in 
your application, update your budget. 

- Submit: Submit your Contract Information by the deadline or save it as a draft. 

Reporting 

 

In the top right hand corner, there is a green Help button that can provide you with information 
on how to fill out the reports within City Data Services. This help button also appears on all of 
the report pages, should you need assistance. Once a report has been started and saved, but 
not yet finished, it will move down under “Draft Reports.” 

Subrecipients of CDBG or other local funds must fill out and submit these reports (in this order): 

A. Quarterly Progress Report 
1. Click on Go to Reports to bring you to the yellow page. Find “Quarterly 
Progress Report” and click “Click to Complete” to bring up the Quarterly 
Report. 
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2. Fill out the forms. 
A. Always enter the number # of low-income served and the race/ethnicity 

data. 
B. If a subrecipient is not on track to meet their goal that quarter, the 

narrative under “problems/challenges” should explain why and what they 
will do the next quarter to meet their goals. 
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3. At the end of the progress report, you will be prompted to upload any 
additional documents. If you need help, there is a link that will guide you. 

 

B. Expense Summary 
1. Under Reports Currently Due, click to complete the Expense Summary. 
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2. Click on Manage Staff List in the upper right corner. The staff list is used to 
populate the personnel section of the Expense Summary (if applicable). 
Update the list each time there has been a staff change or change in salary 
that will be funded by CDBG. You can add an employee or edit the name 
and hourly rate in the staff list. Only positions approved in the budget will 
appear. If you do not have staff costs in your budget, skip this step. 

 
3. Complete the Expense Summary. Enter the number of lines needed in the 

green box to add lines for Personnel Expense Summary and Operating 
Expense Summary (if applicable). Click the down arrow where it says 
Choose, and select the appropriate budget line item. Only line items in your 
approved budget will appear. If you need to make changes to the budget, 
contact your CDBG program manager. 
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4. When complete, click the check box below, type your name and click 
Submit Report to Program Manager: 

 

5. After you submit your expense summary, you will be redirected to the 
yellow Reports page. 

- Total expenses should be equal to the same amount on the Sources & Uses report. 

 

6. After you have started your Expense Summary, you can upload backup 
documentation, such as staff timesheets. The Expense Summary will be 
moved down under Draft Reports with a link to upload any documents.  
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7. Find the button to upload the documents on the right hand side of the 
page. 

 

C. Sources & Uses (S&U) 
1. If you are using City Data Services for the first time, click the appropriate 

check boxes for the sources of funds, which will create the appropriate 
number of lines in the spreadsheet. 
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2. Click on the Import Expenses from Expense Summary button to populate 
the Sources & Uses from data that you entered in the Expense Summary. 

 

3. You will need to manually input the revenue received for the quarter from 
other sources of funding. When complete, click on the box at the bottom 
to certify that the report is true and correct, type your name and click on 
Submit report to CDBG program manager. 
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Revenue for the Quarter should equal Total expenses: 

 

4. When you submit the S&U, you will be redirected to the yellow Reports 
page. You can now create a Request for Reimbursement. 
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D. Request for Reimbursement/ RfR  

 

5. Data from the Sources & Uses will need to be imported to the RfR. You will 
need to select the quarter for which you are seeking reimbursement, 
followed by clicking the “Import Values” button. 

 

6. Type in your name and email at the bottom and Click Here to Submit 
Invoice. 
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7. Once the Request for Reimbursement has been submitted electronically, a 
hard copy needs to be printed and signed by an authorized person and sent 
to the CDBG program manager. Backup documents can either by mailed 
with the Request for Reimbursement or uploaded to City Data Services. 
To print a hard copy, go to the yellow “Reports” screen. Under 
“Received/Archived Reports” find the RfR (Request for Reimbursement) that 
you desire. Click on View or Print. 
 

For organizations funded with CDBG money, you must print and mail a hard copy of the 
reimbursement request with a wet signature. 

Other notes: 
1. Expenditures should begin in the 1st quarter. Do not wait until the later part of the fiscal 

year to spend your money.  
2. All expenses must be justifiable with backup documentation. 
3. All hours charged for salaries must be verifiable through the employee's time card. 

 
If you have any questions or problems, contact your CDBG program manager. 

Budget Revisions 
If you need to make changes to your budget, request a Budget Revision (BR) to be initiated 
by contacting the CDBG program manager for you to complete. The Consortium’s policy is 
that if any individual line item is over expenses by more than 10 percent, the budget should 
be revised to show the increased costs.  

1. The CDBG program manager at the City/County will need to initiate the budget revision 
request, and send back as draft for the subrecipient to access/view.  

2. The budget revision will show up for the subrecipient, and they can make changes now.  
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3. From here, the subrecipient can request adjustments, and will need to provide an 

explanation for the reasons for the changes.
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The BR sets up the new budget, but doesn't automatically change things.  The correct 
sequence that these reports need to be completed in are: 

1) Expense Summary: This should automatically adjust to the Budget Revision, but it should 
be put back as draft, opened, and re-saved/submitted. Your CDBG grant manager can send 
this back to draft for you. 

2) S&U.  After a BR, when you open the S&U, it will probably have the wrong budget.  The 
correction for this is to first click the "Reload Budget" link in the upper right, save the S&U, 
open it again, and then Import the (now revised) ER.  Then save/submit the S&U. 

3) RfR: Now that the S&U is correct, open the RfR and import the values from the S&U. 

You can sometimes get things to look like they are working properly if you don't do this 
whole sequence, but to be sure all the forms are correct and consistent, you have to do it in 
this sequence.  The S&U imports from the Expense Summary, and the RfR imports from the 
S&U. 

Daily Time Tracking Instructions 
The purpose of the Daily Time Tracking Sheet is to ensure that each agency meets HUD’s 
requirement for tracking actual hours worked on a CDBG funded program.  It is not intended to 
replace your existing timekeeping process but, in conjunction with staff timesheets, will provide 
support for those hours reported on your expense summary.  Time Tracking Sheets should be 
uploaded to CDS with the expense summary and submitted with each demand. 
 

1. CDS Staff List:  Your staff list in the CDS database should be updated to include the 
information required under “CDBG Activities”.  This should be a very detailed description 
of the actual day-to-day duties of each staff person covered by funding.  For instance, it 
may include “answering phones, client intake, file maintenance, response to 
correspondence” etc.   

 
2. If staff works on only one program:  Indicate the name of the CDBG program in the 

“Program” column and enter the jurisdictions providing funding in the “Jurisdiction” 
column.  Each day, enter the number of hours worked assisting clients from each funding 
jurisdiction.  The hours spent serving any clients that are not within a funding jurisdiction, 
should be included under “other.”  The “Total Hours Worked” should be the total hours 
for the entire day. 

 
3. If staff works on more than one program:  Indicate the name of the CDBG funded 

program in the “Program” column and enter the jurisdictions providing funding in the 
“Jurisdiction” column.  Each day, enter the number of hours worked assisting clients from 
each funding jurisdiction.  The hours spent serving any clients under this program that 
are not within a funding jurisdiction, should be included under “other”.  Enter the name(s) 
of any other programs staff works on in the “Program” column and indicate the total 
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hours worked on each program.  The “Total Hours Worked” should be the total hours for 
the entire day. 

 
The Consortium recognizes that these new time tracking requirements may place a burden on 
Subrecipients and their staff.  However, it is not necessary for CDBG funds to be used only for 
staff costs.  For example, funds can be allocated to operating expenses including rent, utilities, 
and insurance.  In most cases, operating expenses may be easier to document than staff salaries 
and benefits. However, if your agency provides more than one program you must submit 
verifiable documentation on how you determined the percentage/amount charged to the CDBG 
funded program. If you are interested in changing how you want to allocate CDBG funds, you 
should contact one of the Consortium members for assistance.   
 

Here is an example of an agency with one program: 
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And here is an example of an agency with two programs: 
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